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Course Goal

The Event Center class will show you the keys to successful
online events. You'll learn everything from start to finish;
scheduling and starting an event, conducting the event, and
using WebEXx tools for Practice Sessions and feedback.
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Scheduling an Event

From your WebEXx Microsite
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Logging Into Your Microsite

e p-mac| x A RA R

Cisco WebEx .|c|||s.é|<;.

Home Meeting Center =~ Event Center ~ Support Center ~ Training Center =~ My WebEx

English : New York Time

Enter the meeting, event, or session number to join.

NEW! Invited to a Personal Room? Enter the host's room ID. @

© 2015 Level 3 Communications, LLC. All Rights Reserved.
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services
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Accessing Event Center
e p-mac| x

Cisco WebEx .|c|||s.é|<;.

Home Meeting Center | Event Center J| Support Center  Training Center =~ My WebEx username Log Out

v Attend an Event

Join an Unlisted Event
Unlisted Events

v Host an Event
To join an event, type the event number that the host gave to you, then click Join Now.
——> Schedule an Event

Email Templates

Registration
Questions
Survey Questions
My Event © 2017 Cisco and/or its affiliates. All rights reserved. Privacy | Terms of Service
Recordings

~ Manage Programs

Create New
Program

List of Programs

v Set Up
Event Manager
Preferences

~ Support
MyResources
Help
Downloads
Training
Contact Us

v Level 3

Level 3 Home
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Basic Information

Cisco WebEx ..c|||s.é|<;.

Home Meeting Center = Event Center =~ Support Center ~ Training Center =~ My WebEx username Log Out

Group live or . Quick Scheduler

Unlisted Events Schedule an Event

recorded events fo r - ostan vt o —— R Tem P late o pt ions
Schedule an Event " Event type: Event [[Event Center Defaull] /| s

a specific project, Eventname:| &2 Enlve R are the fastest way

; Listed on public calendar @
Email Templates ) - Standard Templates -
[JDelete from My Meetings when completed

p rod u Ct, or au d | ence. Regin Eve:::::::: o [Event Center Defaull t 0 SC h e d u I e

P> programs S g Y] 2008 vogan meetings on the

Recordings Departme ‘
Billing Code

Attendees may Tacking code WebEX site

Create New

choose to attend .-
* start date: [Apil___w[15 v[2020v] 7

. L]
mUItIpIe events In the ':\:nltj';ana er ’Starttime:@am Opm  Plan event time zones...
Preferencesg i ion: |1 hour |00 v|minutes - .
Sa m e p rog ra m a n d * Time zones: [New York (Eastern Standard Time, GMT-05:00) V| Display more time zones

~ Support
[ Attendees can join minutes before the scheduled start time

e n ro I I fo r th e m at rleesoumes []J Attendees can also connect to audio conference
elp

Email reminder: Send me a reminder email minutes before event starts

Downloads

.
O n e tl I I I e . Training Teleconference:
Corecs Options: ® Level 3
v Level 3 ® Account1

Conference dial-in number:

Level 3 Home 1-8007316526 A
Within the US and Canada: 1-
Host access code: 8867

Attendee access code: 2238480

Edit...
O Attendees call in
@® Attendees receive a call back (call-in is also available)
[V Allow access to teleconference via global numbers v
[

audin ctraam to all




Scheduling an Event

Basic Information

Cisco WebEx

v Attend an Event
Unlisted Events

~ Host an Event
Schedule an Event
Site Events
Email Templates
Registration
Questions
Survey Questions
My Event
Recordings

v Manage Programs
Create New
Program

List of Programs

v Set Up
Event Manager
Preferences

~ Support
MyResources
Help
Downloads
Training
Contact Us

v Level 3

Level 3 Home

Home Meeting Center

Event Center =~ Support Center = Training Center =~ My WebEx

]
CiIsco

username Log Out

* Time zones: [New York (Eastern Standard Time, GMT-05:00)

V‘ Display more time zones

[ Attendees can join
D Attendees can also connect to audio conference

Email reminder: Send me a reminder email

Teleconference:

Options: @ webEx Audio

® Account1
Conference dial-in number:
1-8885550000 A
Within the US and Canada: 1-
Host access code: 1234
Attendee access code: 9998887 N

O Attendees call in

minutes before the scheduled start time

V| minutes before event starts

@® Attendees receive a call back (call-in is also available)

[V Allow access to teleconference via global numbers
@ Broadcast audio stream to all

’6 By default, email messages to participants include teleconference numbers. Update your email messages if you ‘
do

not want to include teleconference information.

[V Mute upon entry for all participants
O Other teleconference service
O No teleconference

Entry & exittone:[Beep ]

Event Description & Options:
Attendees & Registration:
Presenters & Panelists

Email Messages:

Save as template.

© 2016 Level 3 Communications, LLC. All Rights Reserved

Schedule This Event

Expand All

Expand All

Expand All

Expand All

Go Back “ Schedule This Event

WebEx Privacy | WebEx Terms of Service | Request information about WebEx services

lliates. All rights reserved. Privacy | Terms of Service

COMMUNICATIONS
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To create a customized
Event or Template, use
the Advanced Scheduler



Scheduling an Event

Event Description & Options

Cisco WebEx

Home Meeting Center

v Attend an Event
Unlisted Events

~ Host an Event
Schedule an Event
Site Events
Email Templates
Registration
Questions
Survey Questions
My Event
Recordings

v Manage Programs
Create New
Program

List of Programs
v Set Up

Event Manager

Preferences

Event Center =~ Support Center

Event Description & Options:
Description:

Host image:
Event material:

UCF autoplay options:

Other UCF options:

Who can view the attendee list:

Video:

Training Center

My WebEx

]
CiIsco

username Log Out

Collapse All

Upload a picture about the event description
Upload a picture of yourself or the presenter
Upload event material for attendees to download before event starts

Display a UCF file or URL when the first attendee joins this event. Click Add to select a UCF file or type a URL in the text box.

[ |Add | Remove

® Start automatically | Continuous play

Advance page every |00:30 v
Allow attendees to control file
I Do not allow attendees to share rich media files in this event
[V Request attendees to verify rich media players
O Al participants
® Only the host, presenter, and panelists
[ Tumn on video
[V view high-quality video
i :

~ Support
MyResources

Help

Downloads

Post-event survey:

Destination URL after event:

Create post-event survey
Do not display survey to attendees
Display survey in pop-up window
Display survey in main browser window (instead of destination URL)

[nttpz1r

Training
Contact Us
v Level 3

Level 3 Home

Attendees & Registration:
Attendees:
Invite friends:
number of

Create invitation list
[V Allow registrants to invite friends to this event

10000

Registration form:
Destination URL after

Click here to customize your questions

Collapse All

[nttpz1r

Registration ID required:

Registration password:

Approval required:

OYes®No

O Yes, specify password: I:]

@®No
OYes®No Setup approval rules

3

Connecting and Protecting
the Networked World

COMMUNICATIONS

Post-event survey and
Destination URL after
the event



Create Survey Questions
Add Text Box

D) p-ac

Create Survey

* Survey name:

{
Header image:
Footer image: | Add...

Introductory text:

HTML or Text
</font>

<font face="Tahoma" size="2">Thank you for attending our web E]
seminar.<br />Please take a moment to let us know how we did!

Survey Questions

To add survey questions, click any of these buttons.

[ TextBox

Check Boxes ” Option Buttons “ Drop-Down List H My Survey Q

Save Save As Template... Preview

v Include on form

® Required

COMMUNICATIONS

Connecting and Protecting
the Networked World
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Create Survey Questions

Add Text Box

)] o-ac|

Add Text Box

Text box label: |

(2)

Type: ® Single line| O Multi-line

Width: |20 characters

el(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World

] <
S e-ac]  x[]
Add Text Box (2]
Text box label: | ] E]

Type: O Single line ® Multi-line

Width: characters

Height: lines

Save I l Close




Create Survey Questions

Add Check Boxes

D)

pL-ac x

Create Survey

* Survey name: |

Header image:

Footer image: | Add..

Introductory text: [<font face="Tahoma" size="2">Thank you for attending our web E]
HTML or Text |seminar.<br />Please take a moment to let us know how we did!
</font>
Survey Questions
questions, click any of these buttons.
\ Text Box I Check Boxes ! Option Buttons “ Drop-Down List H My Survey Q
> |
Save Save As Template... Preview

v Include on form

® Required

COMMUNICATIONS

Connecting and Protecting
the Networked World
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Create Survey Questions

Add Check Boxes

Add

Group label for check

p-ac|

Check Boxes
Type: |Check Boxes V|

boxes: |

62l

Check box 1: | |[Cleared V|
Check box 2: | |[Cleared V|
Check box 3: | |[Cleared V|
Check box 4: | |[Cleared V|
Check box 5: | |[Cleared V|
Check box 6: | |[Cleared V|
Check box 7: | |[Cleared V]
Check box 8: | |[Cleared V|
Check box 9: | |[Cleared V|

additional check boxes

| Save | l Close I

el(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World




Create Survey Questions

Add Option Buttons

D)

pL-ac x

Create Survey

* Survey name: |

Header image:

Footer image: | Add..

Introductory text: [<font face="Tahoma" size="2">Thank you for attending our web E]
HTML or Text |seminar.<br />Please take a moment to let us know how we did!
</font>
Survey Questions
Toadds =EMik any of these buttons.
\ Text Box “ Check Boxes | Option Buttons | Drop-Down List H My Survey Q
Save Save As Template... Preview

v Include on form

® Required

COMMUNICATIONS

Connecting and Protecting
the Networked World
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Create Survey Questions

Add Option Buttons

@) o-ac|

Add Option Buttons

Type: | Option Buttons V|

Group label for option |
buttons:

2]

Default choice:

Choice 1:|

Choice 2: |

Choice 3: |

Choice 4: |

Choice 5: |

Choice 6: |

Choice 7: |

Choice 8: |

Choice 9: |

additional choices

Level (3)

Connecting and Protecting
the Networked World




Create Survey Questions
Add Drop-Down List

D) p-ac 5 |

Create Survey

* Survey name: |

Header image:

Footer image:
Introductory text: [<font face="Tahoma" size="2">Thank you for attending our web E]
HTML or Text |seminar.<br />Please take a moment to let us know how we did!
</font>
Survey Questions

To add survey questions,

R OTITESe htons.
\ Text Box “ Check Boxes ” Option :“ Drop-Down List ]IMy Survey Q
—

Save Save As Template... Preview

v Include on form

® Required

COMMUNICATIONS

Connecting and Protecting
the Networked World
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Create Survey Questions Level(3)

Connecting and Protecting
Add Drop-Down List

the Networked World

- o
=)&) p-ac| x| ] AR A
Add Drop-Down List (2]
Type: | Drop-Down List V|
Label for drop-down Iist| 2)
box: :
Default choice: Score
Chaice —
Choce 2] —
chotes ]
chalce —

|
|
|
|
Choice 5: | ] [ ]
|
}
|

Choice 6: | [ ]
Choice 7: | [ ]
Choice 8: | [ ]
Choice 9: | [ ]

additional choices

Save I I Close |




Create Survey Questions

My Survey Questions

D)

pL-ac x

Create Survey

* Survey name: |

Header image:

Footer image: | Add..

Introductory text: [<font face="Tahoma" size="2">Thank you for attending our web E]
HTML or Text |seminar.<br />Please take a moment to let us know how we did!
</font>
Survey Questions
To add survey questions, click any of these .
\ Text Box “ Check Boxes ” Option Buttons “ Drop-Down ljsll| My Survey Q |
|
Save Save As Template... Preview

v Include on form

® Required

COMMUNICATIONS

Connecting and Protecting
the Networked World
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Create Survey Questions

My Survey Questions

‘ L-ac

Add From My Survey Questions
Select the questions that you want to appear in the survey, and click Add.

[J Questions

[0 Whnatl like best about working for the Company is:
o I

hings that The Company should do to make it a better workplace are:

Type
Text Box
Text Box

Add

Level (3)

Connecting and Protecting
the Networked World
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Scheduling an Event

Attendees & Registration

Cisco WebEx

Home Meeting Center

v Attend an Event
Unlisted Events

~ Host an Event
Schedule an Event
Site Events
Email Templates
Registration
Questions
Survey Questions
My Event
Recordings

v Manage Programs
Create New
Program

List of Programs
v Set Up
Event Manager
Preferences
~ Support
MyResources
Help
Downloads
Training
Contact Us

p-mac|

Event Center =~ Support Center = Training Center =~ My WebEx

Event Description & Options:

Description:

]
CiIsco

username Log Out

Collapse All

Upload a picture about the event description
Upload a picture of yourself or the presenter
Upload event material for attendees to download before event starts

Host image:
Event material:

UCF P
Other UCF options

Who can view the attendee list:

Video:

Post-event survey:

Destination URL after event:

Attendees & Registration:

Display a UCF file or URL when the first joins this event. Click Add to select a UCF file or type a URL in the text box.
[ |Add | Remove

© Start automatically | Continuous play
Advance page every |00:30 v

Allow attendees to control file

: [ Do not allow attendees to share rich media files in this event

[V Request attendees to verify rich media players
O Al participants
® Only the host, presenter, and panelists
[ Tumn on video
[V view high-quality video
M view thumbnails

Create post-event survey
® Do not display survey to attendees
Display survey in pop-up window
Display survey in main browser window (instead of destination URL)
[nttpz1r

Collapse All

v Level 3

Level 3 Home

Attendees:
Invite friends:
number of

Create invitation list
[V Allow registrants to invite friends to this event

10000

Registration form:
Destination URL after

Click here to c ize your questi 4
[nttpz1r

Registration ID required:

Registration password:

Approval required:

OYes®No

O Yes, specify password: I:]

@®No
OYes®No Set up approval rules

3

Connecting and Protecting
the Networked World

COMMUNICATIONS
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Scheduling an Event

Customize Registration Questions

(< &) p-ac| T

Customize Registration Questions

You can select the questions you want to appear on the registration form.
You can also create your own questions and add them to the form.
Check All | Uncheck All vInclude on Form

Standard Questions

v R v R

v «  First name O []  Address 1

v ~  Lastname O [] Address 2

4 «  Email address O [0 City

O [ Phone number O []  State/province

O [J Company O [J  ZIPipostal code

O O Title O [J  Country/region

O [J  Number of employees

O [ Would you like to receive information about future seminars?

My Custom Questions

v R Type Change Order
Employee ID Text Box -

™ [0 Areas of Interest Check Boxes PO

™ ™  Current Position Option Buttons P

™ M  Office Location Drop-Down List -

To add custom questions to the registration form, click the JereTr g R U ey —
Text Box || Check Boxes || Option Buttons H Drop-Down Llstln My Registration Questions 1
<

#Required

Remove

E B B B

Level (3)

Connecting and Protecting
the Networked World

Click [My Registration
Questions] to select
from your pre-saved
guestions
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Scheduling an Event

Registration Approval Rules

SO p-ac] <[
Approval Rules

[ First Name

\

v

[Contains V| the words | |[Then Approve V]| Add Rule
[IMatch case

Rules

Match Case

Notes:
* Rules are executed in the order listed.

* Once a rule has been applied to a registration record, then subsequent rules will not be applied to the same registration record.

Action

Delete

el(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World
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Scheduling an Event

Registration Approval Rules

] o-ac|

Approval Rules

_* First Name v

First Name

Last Name

Email Address

Phone Number
Company

Title

Address 1

Address 2

City

State/Province
ZIP/Postal code
Country/region
Number of Employees
Would you like to receive information about future seminars?

Match Case

Lbsequent rules will not be applied to the same registration record.

Action

Delete

COMMUNICATIONS

3

Connecting and Protecting
the Networked World
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Level(3
Registration Approval Rules

Connecting and Protecting
the Networked World
)| p-ac] <[
Approval Rules
[First Name V|
} Contains V| the words | | Then Approve V| Add Rule
Contains Then Approve
Does not Contain Then Reject .
Begins With : Match Case Action Delete
Notes:
* Rules are executed in the order listed.
* Once a rule has been applied to a registration record, then subsequent rules will not be applied to the same registration record.

24



Presenters & Panelists

Scheduling an Event

Cisco WebEx

Home

v Attend an Event

Meeting Center

Event Center

Support Center

p-mac|

Training Center

My WebEx

cisco

username Log Out

Attendees & Registration: Collapse All A
Sledlrents Attendees: Create invitation list
¥ Host an Event Invite friends: [V Allow registrants to invite friends to this event
St et B M number of regi 10000
Site Events Registration form: Click here to customize your questions
Email Templates D URL after regi ‘hﬁp:/l
Registration Registration ID required: O Yes® No
Questions Registration password: O Yes, specify password: l:]
Survey Questions @® No
My Event Approval required: O Yes® No Set up approval rules
Recordings
+ Manage Programs Presenters & Panelists: Collapse All
Create New Panelists: Create invitation list
Program F ists info: [ | E]
List of Programs I Allow to upload with the event.
Sen Panelistpassword:| | (recommended)
Confirm password:[ |
Event Manager
Preferences
Email Messages: Collapse All
~ Support . . : )
Email format: O Plain Text ® HTML MlInclude iCalendar Attachments
MyResources
Help Invitation emails: Attendees | Panelists
Downloads Registration emails: V¥ Pending M Approved MRejected | Event In Progress
T Event up emails: All Approved Registrants | All Attendees |  All Panelists
Contact Us Reminder emails: [] 1st Reminder [April V5 v[2020 v 1 [8 V][00 v]®am Opm
v Level 3 [J2nd Reminder [April v[15 v[2020 V| | 8 v[oo v]®am Opm
Follow-up emails: [] Thank You for Attending [April v[15 v[2020 v| | [9 v]oo v]®am Opm
Level 3 Home
[ Absentee Follow-Up Email [April v[15 v[2020 v| B [9 v]oo v|®@am Opm
[ GoBack || Schedule This Event
2017 Cisco and/or its affliates. All rights reserved. Privacy | Terms of Service
v

3

Connecting and Protecting
the Networked World

COMMUNICATIONS

The 1st Panelist in
the Event will be the
Presenter
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Scheduling an Event

Email Messages

Cisco WebEx

Home

v Attend an Event

Meeting Center

Event Center =~ Support Center

Training Center

My WebEx

cisco

username Log Out

Attendees & Registration: Collapse All A
Sledlrents Attendees: Create invitation list
¥ Host an Event Invite friends: [V Allow registrants to invite friends to this event
St et B Maxi number of regi 10000
Site| Events Registration form: Click here to customize your questions
Email Templates Destination URL after regi ‘hﬁp:/l
Registration Registration ID required: O Yes® No
Questions Registration password: O Yes, specify password: l:]
Survey Questions @® No
My Event Approval required: O Yes® No Set up approval rules
Recordings
~ Manage Programs Presenters & Panelists: Collapse All
Create New Panelists: Create invitation list
Program F ists info: [ | E]
List of Programs I Allow to upload with the event.
Sen Panelistpassword:| | (recommended)
Confirm password:[ |
Event Manager
) Email Messages: Collapse All
~ Support " . : )
Email format: O Plain Text ® HTML MlInclude iCalendar Attachments
MyResources
Help Invitation emails: Attendees | Panelists
Downloads Registration emails: V¥ Pending M Approved MRejected | Event In Progress
T Event up emails: All Approved Registrants | All Attendees |  All Panelists
Contact Us Reminder emails: [] 1st Reminder [April V5 v[2020 v 1 [8 V][00 v]®am Opm
v Level 3 [J2nd Reminder [April v[15 v[2020 v| i [8_ ][00 v]®am Opm
Follow-up emails: [] Thank You for Attending [April v[15 v[2020 v| | [9 v]oo v]®am Opm
Level 3 Home
[ Absentee Follow-Up Email [April v[15 v[2020 v| B [9 v]oo v|®@am Opm
[ GoBack || Schedule This Event
2017 Cisco and/or its affiliates. All rights reserved. Privacy | Terms of Service
v

3

Connecting and Protecting
the Networked World

COMMUNICATIONS

Customize emaill
messages as well as
schedule reminders,
Thank You, and Absentee
Follow-Up Emails
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Save as Template...

Scheduling an Event

Cisco WebEx

Home Meeting Center

v Attend an Event
Unlisted Events

~ Host an Event
Schedule an Event
Site Events
Email Templates
Registration
Questions
Survey Questions
My Event
Recordings

v Manage Programs
Create New
Program

List of Programs

v Set Up
Event Manager
Preferences

~ Support
MyResources
Help
Downloads
Training
Contact Us

v Level 3

Level 3 Home

p-mac|

Event Center =~ Support Center

Attendees & Registration:
Attendees:

Invite friends:

Maxi number of

Training Center

My WebEx

Create invitation list
[ Allow registrants to invite friends to this event

10000

Registration form:
Destination URL after regi
Registration ID required:

Registration password:

Approval required:

Presenters & Panelists:
Panelists:
F ists info:

Click here to customize your questions

cisco

username Log Out

[nttpz1r

OYes®No

O Yes, specify password: I:]

®No
OYes®No Setup approval rules

Create invitation list

Panelist password:
Confirm password:

Email Messages:

Email format:

I Allow to upload

with the e

:l (recommended)

O Plain Text ® HTML

Mlinclude iCgi#fidar A 1t

pvaoH

Save As Template...

To save your current
settings to an existing
template (to overwrite),
choose it from the list.

Template name: |

[[]save as a standard template

-- My Templates -
Employee Reviews

Invitation emails:
Registration emails:
Event emails:

Attendees | Panelists
MPending M Approved

All Approved Reqgisygfls | All Attendees |

Reminder emails:

Follow-up emails;

Save as template...

[ 1st Remil
O 2ngeeminder
Thank You for Attendin

[ Absentee Follow-Up Email

ejected | EventIn Progress

v[o0 v|®am Opm

v[o0 v|®am Opm

v[o0 v|®am Opm

All Panelists
[April v[15 v[2020 v| B B
[April v[15 v[2020 V| B B
[April v[15 v[2020 v| | [9
(Al V[ v[@ao V] [

v[00 v|®@am Opm

[ GoBack || Schedule This Event

2017 Cisco and/or its affiliates. All rights reserved. Privacy | Terms of Service

3

Connecting and Protecting
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Scheduling an Event
Schedule This Event

Cisco WebEx

Home Meeting Center

v Attend an Event
Unlisted Events

~ Host an Event
Schedule an Event
Site Events
Email Templates
Registration
Questions
Survey Questions
My Event
Recordings

v Manage Programs
Create New
Program

List of Programs

v Set Up
Event Manager
Preferences

~ Support
MyResources
Help
Downloads
Training
Contact Us

v Level 3

Level 3 Home

Event Center

Support Center

p-mac|

Attendees & Registration:

Maxi number of

Attendees:
Invite friends:

Training Center

My WebEx

Create invitation list
[ Allow registrants to invite friends to this event

10000

Registration form:

Destination URL after

Registration ID required:

Registration password:

Approval required:

Presenters & Panelists:

Email Messages:

Panelists:
F i info:

Click here to customize your questions

[nttpz1r

OYes®No

O Yes, specify password: I:]

®No
OYes®No Setup approval rules

Create invitation list

2]

Panelist password:
Confirm password:

Email format:

: O Plain Text ® HTML

I Allow to upload

:l (recommended)

with the event.

WlInclude iCalendar Attachments

]
CiIsco

username Log Out

Collapse All

Collapse All

Collapse All

Event

Save as template...

Invitation emails:
Registration emails:
emails

Attendees | Panelists

MPending MApproved MIRejected | EventIn Progress

* All Approved Registrants |  All Attendees |

Reminder emails:

Follow-up emails:

[ st Reminder
[ 2nd Reminder
[ Thank You for Attending

[ Absentee Follow-Up Email

All Panelists
[April v[15 v[2020 v| B B
[April v[15 v[2020 V| B B
[April v[15 v[2020 v| | [9
(Al V[ v[@ao V] [

Go Ba

v[o0 v|®am Opm
v[o0 v|®am Opm
v[o0 v|®am Opm
v[00 v|®@am Opm

| | [ Schedule This Event

2017 Cisco and/or its affiliates. All rights reserved. Privacy | Terms of Service

A

3
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Scheduling an Event

Send Event Emails

Cisco WebEx

v Attend an Event
Unlisted Events

~ Host an Event
Schedule an Event
Site Events
Email Templates
Registration
Questions
Survey Questions
My Event
Recordings

v Manage Programs
Create New
Program

List of Programs

v Set Up
Event Manager
Preferences

~ Support
MyResources
Help
Downloads
Training
Contact Us

v Level 3

Level 3 Home

p-mac| x

Home Meeting Center = Event Center =~ Support Center ~ Training Center =~ My WebEx

Send Event Emails

You have successfully scheduled your event.

Send invitation emails to: Host
Panelists
Attendees

Vendors

ooog

]
CiIsco

username Log Out

© 2017 Cisco and/or its affiliates. All rights reserved. Privacy | Terms of Service

3
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Scheduling an Event

Event Information

Cisco WebEx

Home Meeting Center

v Attend an Event
Unlisted Events

~ Host an Event
Schedule an Event
Site Events
Email Templates
Registration
Questions
Survey Questions
My Event
Recordings

~ Manage Programs

p-mac|

Event Center =~ Support Center = Training Center =~ My WebEx

Event Information

Event:

Type:

Event address for attendees:
Event address for panelists:
Date and time:

Duration:
Description:
Event number:
Event password:
Host key:
Panelist(s) Info:

cisco

username Log Out

()

Edmond Leclair - Review Start Event Now

Unlisted Event You can start the

https://gc-salesdemo.webex com/gc-salesdemo/onstage/g. php?MTID=ee40da29eaade5c937ceab? g‘{ent by clicking
art Now.

https: //gc-salesdemo webex com/gc-salesdemo/onstagelg th?MTID=eef8203ebfbl)3f97c804096
Wednesday, April 15, 2020 8:00 am

Eastern Daylight Time (New York, GMT-04:00)

1 hour

000 000 000

Send Event Emails

You can send event
emails by clicking

491327

After registration, go to URL:

Create New Panelist(s) password: Send Emails.
Program Teleconference: To receive a call back, provide your phone number when you join the event, or call the number below and enter
List of Programs the access code.
Conference dial-in number: 1-8885550000 (US)
v SetUp View global numbers
Host access code: 1234
Event Manager Attendee access code: 999 888 7
I number of registrants: 10000
Destination address after event:
~ Support Host image:
MyR list avai for viewing by: Host, p and panelists only
Help Event material: None
T Post-event survey: No
Email configured: Pending, Approved, Rejected
Training . . .
Registration Information
Contact Us
Registration ID required: No
v Level 3 Password required: No
Level 3 Home Password:
Approval required: No
Custom registration form: No

Manage Registrati | | Delete Event ] | Edit Event

® 2017 Cisco and/or its affiliates. All rights reserved. Privacy | Terms of Service

COMMUNICATIONS
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Event Emails

Host, Panelist, & Attendee email confirmations

31



Event Emails

Host Email Confirmations

H © O M ¥ s Email delivery status for Web seminar: Edmond Leclai... ? B -
MESSAGE
Tue 06/09/2015 9:13 AM

messenger@webex.com

Email delivery status for Web seminar: Edmond Leclair - Review
To [ SARAHGARRETT

Hello SARAH GARRETT,

WebEx sent the email message "Attendee Invitation That Requires Registration ID or Password" for
your event.

Number of email addresses the message was sent to successfully: 10
Number of email addresses the message could not be sent to: 0

http://www.webex.com
IMPORTANT NOTICE: This WebEx service includes a feature that allows audio and any documents
and other materials exchanged or viewed during the session to be recorded. You should inform all

meeting attendees prior to recording if you intend to record the meeting. Please note that any such
recordings may be subject to discovery in the event of litigation.

& messenger@webex.com Invitation to join Web seminar as a panelist: Edmond Leclair - Revi...

COMMUNICATIONS

el3)

Connecting and Protecting
the Networked World

Attendee Confirmation

H © & 1 4 s Email delivery status for Web seminar: Edmond Leclai... ? B -
MESSAGE
Tue 06/09/2015 9:13 AM

messenger@webex.com

Email delivery status for Web seminar: Edmond Leclair - Review
To [SARAH GARRETT

Hello SARAH GARRETT,

WebEx sent the email message "Panelist Invitation" for your event.

Number of email addresses the message was sent to successfully: 1
Number of email addresses the message could not be sent to: 0

http://www.webex.com
IMPORTANT NOTICE: This WebEx service includes a feature that allows audio and any documents
and other materials exchanged or viewed during the session to be recorded. You should inform all

meeting attendees prior to recording if you intend to record the meeting. Please note that any such
recordings may be subject to discovery in the event of litigation.

& messenger@webex.com Email delivery status for Web seminar: Edmond Leclair - Review

O

X

[»]

Panelist Confirmation
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Event Emails

Panelist Email Invitation

B O » ¥ =
MESSAGE

- - - - o
%Ignore x E j @ 8 [ Meeting o Chemours 3 To Manager
.

Team Email v Done
Sosunk - Delete Reply Reply Forvard EfjMore~ | Reply &Delete  # CresteNew [+

Delete Respond Quick Steps [F]
Tue 06/09/2015 9:13 AM
messenger@webex.com

Invitation to join Web seminar as a panelist: Edmond Leclair - Review
To Tobias Rynell

Message | i Edmond Leclair - Review.ics (4 KB} l

—» Hello Tobias Rynell,
SARAH GARRETT invites you to be a panelist in a Web seminar.

Topic: Edmond Leclair - Review

Host: SARAH GARRETT

Date and Time:

Tuesday, June 9, 2015 9:15 am, Eastern Daylight Time (New York, GMT-04:00)

Tuesday, June 9, 2015 5:15 am, Alaska Daylight Time (Anchorage, GMT-08:00)

Tuesday, June 9, 2015 7:15 am, Mountain Daylight Time (Denver, GMT-06:00)

Tuesday, June 9, 2015 10:15 am, S. America Eastern Standard Time (Brasilia, GMT-03:00)
Event number: 111222333

Panelist password: abcd (Please do not share panelist password)

To join as a panelist

1. Go to https://level3test.webex.com/level3test/onstage/q.php?
MTID=ec72e1314e4fofof11f85f7b341683fd2
2. Click "Join Now".

If you experience a problem joining the event as a panelist, you can join as an attendee.

Event password: 1234

To join the event as an attendee

1. Go to https://level3test.webex.com/level3test/onstage/q.php?
MTID=e24bfa75960b3d4f7934e7d3bd674e63¢c
2. Click "Join Now".

& messenger@webex.com Email delivery status for Web seminar: Edmond Leclair - Review

"

Move

s7 Rules ~
.@ OneNote
[P Actions ~

Move

g ¥

sign  Mark Categorize Follow Translate

Policy ~ Unread
Tags

Up~

Invitation to join Web seminar as a panelist: Edmond Leclair - Review - Message (HTML)

]

> &

# Find

[2) Related ~
[} Select ~
Editing

Q

oom

Zoom

[»]

3
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Attendee Email Invitation (Registration Email

H 9 06 » ¥ = Fw: Invitation to Web seminar: Edmond Leclair - Review - Message (HTML) ?7 @B - 0O X

MESSAGE
~ e - - - . Pl Chemours [ To Manager ‘4 3 Rules - =] - 1] » 3 # Find
i3 Ignore x [ﬁ @ E—g 2 Meeting = ; \E_] t Y a& [) Related ~ Q

o ? R . Team Email v Done 0 OneNote c F T z

e elete epl eply Forward Move Assign  Mark Categorize Follow = Translate oom
Junk ~ Ply Ply [ More - [=] v N 9 9

« Al m < Reply & Delete ¥ Create New Actions ™ policy + Unread z Up- . [} Select~

Delete Respond Quick Steps IF} Move Tags ] Editing Zoom ~

Tue 06/09/2015 9:13 AM

messenger@webex.com
Invitation to join Web seminar as a panelist: Edmond Leclair - Review
To Ofelia Delgado

Hello Ofelia Delgado,

SARAH GARRETT invites you to attend a Web seminar using WebEx. This event requires
registration.

Topic: Edmond Leclair - Review

Host: SARAH GARRETT

Date and Time:

Tuesday, June 9, 2015 9:15 am, Eastern Daylight Time (New York, GMT-04:00)

Tuesday, June 9, 2015 5:15 am, Alaska Daylight Time (Anchorage, GMT-08:00)

Tuesday, June 9, 2015 7:15 am, Mountain Daylight Time (Denver, GMT-06:00)

Tuesday, June 9, 2015 10:15 am, S. America Eastern Standard Time (Brasilia, GMT-03:00)
Registration password: 1234

To register for the online event

1. Go to https://level3test.webex.com/level3test/onstage/g.php?
MTID=e4164fda69aa4fac20cb622a557cce546

2. Click "Register".
3. On the registration form, enter your information and then dlick "Submit".

Once the host approves your registration, you will receive a confirmation email message with
instructions on how to join the event.

For assistance

You can contact SARAH GARRETT at:
email@company.com

http://www.webex.com e
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Registration Splash Page

o p-ac] x
Level(3)

Event Information: Edmond Leclair - Review
This event requires registration
Event status: Not started

Date and time: Tuesday, June 9, 2015 9:15 am
Eastern Daylight Time (New York, GMT-04:00)
Change time zone
Tuesday, June 9, 2015 5:15 am
Alaska Daylight Time (Anchorage, GMT-08:00)

Level (3) Tuesday, June 9, 2015 7:15 am
Mountain Daylight Time (Denver, GMT-06:00)
Tuesday, June 9, 2015 10:15 am
S. America Eastern Standard Time (Brasilia, GMT-03:00)

Program: Corporate Review
Duration: 1 hour
Description:

® 2016 Level 3 Communications, LLC. All Rights Reserved.
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services
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Event Emails

Registration Password (Optional)

(<)
Level(3)

Registration password:

Event Information

Event:

Date and time:

Program:
Duration:

Description:

L-ac x

Registration Password

This event is private. To register for this event, you must provide the registration password that the event host gave to you.

L1

Edmond Leclair - Review

Tuesday, June 9, 2015 9:15 am
Eastern Daylight Time (New York, GMT-04:00)

Tuesday, June 9, 2015 5:15 am
Alaska Daylight Time (Anchorage, GMT-08:00)

Tuesday, June 9, 2015 7:15 am
Mountain Daylight Time (Denver, GMT-06:00)

Tuesday, June 9, 2015 10:15 am
S. America Eastern Standard Time (Brasilia, GMT-03:00)

Corporate Review
1 hour

2016 Level 3 Communications, LLC. All Rights Reserved
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services

Level(3)

3
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Event Emails

Registration Questions

Custom Registration

(<)
Level(3)

Register for Edmond Leclair - Review
Please complete this form to register for the event. An asterisk (*) indicates required information.

Please answer the following questions.

* First name:
* Email address:

* Confirm email address:
Company:
Address 1:
Address 2:
City:
ZIP/postal code:
Country/region:
Number of employees:

*Last name:

“ Phone number:

Title:

State/province:

[United States of America

v

Would you like to receive information about future seminars?:

OYves ONo

Questions (Optional)

>

= ployee ID:

L 1

Areas of Interest:
[ customer Service
O

[J] Management

[ Marketing

[ sales

* Current Position:
O Customer Service
o

(O Management

O Marketing

O sales

O other

* Office Location:

None v

[¥IRemember me on this computer

L 1

Country/Region Number (with area/city code)

English : New York Time A

1

L 1

[ ][ Gamet | v

el(3)

COMMUNICATIONS
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Registration Approval Email

H S ¢ ¥ = Registration approved for Web seminar: Edmond Leclair - Review - Message (HTML) ? H - O X

MESSAGE
Tue 06/09/2015 10:50 AM

messenger@webex.com

Registration approved for Web seminar: Edmond Leclair - Review
To [ Ofelia Delgado

Message m Edmond Leclair - Review.ics (4 KB)
Hello Ofelia Delgado,

Your registration was approved for the following Web seminar. We will start the event on time.
Please join it at least 10 minutes before the scheduled starting time so you won't miss valuable
information.

Topic: Edmond Leclair - Review

Host: SARAH GARRETT

Date and Time:

Tuesday, June 9, 2015 11:00 am, Eastern Daylight Time (New York, GMT-04:00)
Tuesday, June 9, 2015 7:00 am, Alaska Daylight Time (Anchorage, GMT-08:00)

Tuesday, June 9, 2015 9:00 am, Mountain Daylight Time (Denver, GMT-06:00)

Tuesday, June 9, 2015 12:00 pm, S. America Eastern Standard Time (Brasilia, GMT-03:00)
Event number: 252 034 524

Registration ID: This event does not require a registration ID

Event password: This event does not require a password.

To join the online event

Joi n the Eve nt ﬁ Click here to join the online event.

Or copy and paste the following link to a browser:
https://level3test.webex.com/level3test/onstage/q.php?
MTID=eca321029e02709a555ee67cc32c9ac21

i i i i To view in other time zones or languages, please click the link:
VI eW I nVItatI O n In Oth e r / https://level3test.webex.com/level3test/onstage/q.php?MTID=e0f521ff6dSbbb0c86bfeb184ff072353
time zones or
Ia ng u ag eS To receive a call back, provide your phone number when you join the event, or call the number
. . below and enter the access code.
Au d io I nstru Ctlon S —]- Conference dial-in number: 1-8885550000 (US)

Access Code: 999 888 777

To join the teleconference only

& messenger@webex.com Invitation to Web seminar: Edmond Leclair - Review ™
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Managing Registration

Approve or reject registered users based on the answers
provided on their registration form
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el(3)

Managing Registration Level

Connecting and Protecting
the Networked World

My Meetings

o p-ac] x|
Level(3) Click the number links

Home Meeting Center ~ Event Center ~ Support Center  Training Center username Log Out to m a n a g e reg iStrati O n

— My Meetings English - New York Time

wyperonaroom MY WebEX Meetings v e / e Pending

My Files
Meet Now
My Contacts

My Profile d
preferences Daily = Weekly = Monthly  All Meetings A p p rove

My Reports
- <June 9,2015 > &
Training .
Support The meetings you host | ¥ "] Show past meetings Rej e Cted
[El Level 3 Home
| Time v Topic Type (2] (V] (X}
("] 11:00 am Edmond Leclair - Review Event 3 1 2 Start

Cancel Meeting

@ Requests Pending @ Requests Approved € Requests Rejected

® 2016 Level 3 Communications, LLC. All Rights Reserved.
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services
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Managing Registration Level3

Manage Registration Page

o p-ac| x|
Level(3)

Home Meeting Center ~ Event Center ~ Support Center  Training Center BUUTAUE ST username Log Out

My Meetings ) . . .
Manage Registrations: Edmond Leclair - Review

My Personal Room
English : New York Time
My Files I
Event on Tuesday, June 9, 2015 11:00 am
My Contacts

My Profile . - N v
Pending (0) Approved (1) | Rejected (0) | All (1) |

Preferences

My Reports Maximum registrations allowed: 999999  Approved: 1

Training First Name Last Name Email Address Registration ID Registration Date & Time v

Support O Ofelia Delgado email@company.com 528554 6/9/15 10:49 am

Select All | Clear All

[El Level 3 Home

| Reject | | Pending | | Go Back

©2016 Level 3 Communications, LLC. Al Rights Reserved.
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services
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Manage Survey Questions

Post survey questions

42



Manage Survey Questions

Your Survey Questions and Creating New Ones

(< 1O
Level(3)

p-ac] x

Home Meeting Center Support Center  Training Center My WebEx

~ Attend an Event

List of Events
Unlisted Events

Search

v Host an Event
Schedule an Event
Site Events

Email Templates

Registration
Questions

= Survey Questions
My Event
Recordings

~ Manage Programs

Create New
Program

List of Programs
~ Set Up
Event Manager
Preferences
v Support
User Guides
Downloads
Training
Contact Us

» Level 3

Survey Questions
Listed below are your survey questions. You can delete or edit your survey questions and responses.

[J Questions

[0 Whatl like best about working for the Company is:

[J Things that The Company should do to make it a better workplace are

Click one of following buttons to add a new survey question.
TextBox | CheckBoxes || Option Buttons || Drop-Down List |

© 2016 Level 3 Communications, LLC. All Rights Reserved.
WebEx Privacy | WebEx Terms of Service | Request information about WebEx services

username Log Out

Type
Text Box
Text Box

COMMUNICATIONS

3

Connecting and Protecting
the Networked World
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Create a New Program

Programs give you the ability to group live or recorded
events for a specific project, product, or audience.
Attendees may elect enroll in multiple events in the same
program and enroll for them at one time.
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Create a New Program Level(3

Connecting and Protecting
the Networked World

-
Build a New Program
e p-ac x|
Level(3)
Home Meeting Center Support Center  Training Center My WebEx username Log Out

~ Attend an Event

Events by Progl’am View Events by Date | View Event Recordings

List of Events
English : New York Time

[[] show past events [] Show only events that require registration

Unlisted Events

Search = =
Date & Time Topic Panelist
~ Host an Event
Schedule an Event
Site Events ©®2016 Level 3 Communications, LLC. All Rights Reserved.

WebEx Privacy | WebEx Terms of Service | Request information about WebEx services

Email Templates

Registration
Questions

Survey Questions
My Event
Recordings

~ Manage Programs

_» Create New
Program

List of Programs
~ Set Up
Event Manager
Preferences
~ Support
User Guides
Downloads
Training

Contact Us

» Level 3
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Create a New Program

Build a New Program

)| o-ac ]
Create a Program Asterisks (*) indicate required values.
Program Details

“program name: (7]
Description: [Z]

Expected registration: [ |

Program status: O Listed @ Unlisted
Registration

Registration ID required: O Yes ® No

gister: O Yes |:] (type password)

® No

Invite friends: [] Allow registrants to invite friends

F required to

Destination URL after registration: |http://

Customize Program Web Page

Images: These images may be referenced in the custom HTML area on the Program Web page using standard HTML tags (e.g. <img src =
“image1.gif">). Ensure to upload all images (up to five). If you need to update the images, upload all images again. Any previously

uploaded images are overwritten.

Click Browse to select an image on your computer. Image requirements: GIF or JPG format, approximately 75 x 38 pixels, and less

than 100 KB.

Image 1: | Browse... |
Image 2: | Browse...
Image 3: | Browse... |
Image 4: | Browse... |
Image 5: | Browse... |

Custom HTML Area: The uploaded images can be referenced using <img src ="/program/1109102/images/[image file name]">.

Custom HTML Area: | Below program title vV [Z]

I

Create a Program H Cancel I

3
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Starting Your Event
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Starting Your

Event

Start or Manage Your Scheduled Event

Click the meeting Topic to:
Edit or Cancel Meeting
Manage Registration
Send Event Emails
View more info like

Meeting Number
Password

Audio Connection
Direct Link

Host Key

(<)
Level(3)

P My Meetings

My Personal Room
My Files

My Contacts

My Profile
Preferences

My Reports
Training

Support

[El Level 3 Home

o~

ac

Home Meeting Center ~ Event Center ~ Support Center  Training Center UANELIST

My WebEx Meetings

Meet Now

Daily = Weekly

Monthly

All Meetings

< June 9, 2015 =

The meetings you host

Time v

11:00 am

Cancel Meeting

v Show past meetings

Topic

Edmond Leclair - Review

T FaY - ~
b= 3 1 2
Event 0 1 0
@ Requ @R
rved.
ut Wel

ol e o
Bl | «—

i @ R
v

Level (3)

OMMUNICATIONS

Connecting and Protecting
the Networked World

Click [Start] to
initiate your meeting
anytime as the Host
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Roles Inside an Event
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Roles Inside an Event Level (3)
Host Role

An event host is responsible for coordinating and controlling an event. Only one person can be an event host at a time.

Connecting and Protecting
the Networked World

Schedule and start an event

Start and end a practice session among the panelists

Invite attendees to a scheduled event

Invite attendees to an event in progress

Grant privileges to attendees or panelists during an event

Designate a presenter

Assign the host role to another panelist, and reclaim the host role

Answer attendees' questions during a question-and-answer (Q & A) session

Restrict access to an event

Specify or edit a greeting or message for attendees during an event

Pass the poll coordinator role to another panelist

Record an event

End an event

50



Roles Inside an Event Level (3)

Connecting and Protecting
the Networked World

Presenter Role

An event host can designate any Panelist as a presenter. A Presenter is responsible for providing content during an event.

Shares documents, presentations, and whiteboards

Save documents, presentations, and whiteboards in the content viewer

Shares applications, Web browsers, and screens/desktops

Share multimedia web content

Take a poll if the Host passes the Poll Coordinator role to the Presenter

Save a poll questionnaire and poll results to a file

Answer attendees' questions during a question-and-answer (Q & A) session

Send text responses to attendees' questions on the Q & A tab

Participate in a practice session

Participate and save chat messages to a file

Save a Q & A session to a file

Record an event

51



el(3)
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Panelist’'s Role

An event host can designate any attendee as a Panelist during an event. A Panelist is a Participant who is primarily responsible

for assisting the Presenter. Any number of Attendees can be Panelists.

Participate in discussions to which other attendees listen

Respond to public and private chat messages

Annotate shared documents

Start a poll if the host passes the poll coordinator role to the panelist

View and answer attendees' questions in a Q & A session

View poll results

Annotate shared applications, web browsers, and screens/desktops, if the presenter grants annotation control to the panelist

Participate in a practice session

Save chat messages to a file

Download files that the presenter publishes

View live video that the presenter sends

View feedback

52




Roles Inside an Event Level (3)

Connecting and Protecting
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Attendee’s Role

An event Attendee participates in an event, but generally does not present information.
View shared documents, presentations, and whiteboards in the content viewer

View shared applications, web browsers, and screens/desktops

View shared multimedia web content

Participate in a poll and chat

View live video that the presenter sends

If the event host or presenter grants the appropriate privileges to Attendees, an Attendee can also:

Annotate

Save documents

Record an event

53
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Connecting and Protecting
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Polling Coordinator

Manages the poll inside an event

Prepare poll questionnaire

Conduct a poll during the event
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Inside the Event Manager
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Inside the Event Manager

Event Application

File Edit Share View Communicate Participant Event Help

Quick Start Event Info

el(3)

COMMUNICATIONS

Connecting and Protecting

Attentiveness Tracker

Participants List

the Networked World

(Panelists + Attendees)

Cisco WebEx Event Center

Attendee List X
Find
v & Audio connection
I Name Feedback Allow
——) |\ Edmond Leclair - <
k Call-in User_1

Do

L. LilliKriger
X Maura Coughlin

. Ofelia Delgado Refresh

Attendees: 1

* 0in Audio Broadcast

Select all attendees

Attendee List

Chat

=

Participants
¥ Participants (8)
Speaking
v Panelists: 2
» . SARAH GARRETT (Host me)
Y. Tobias Rynell

v Attendees: 6 (0 displayed)

--------------

2=
¥ Chat
Chat |—>
Send to: | All Participants
Select a participant in the Send to menu first type chat message, and send
¥ Q&A
All(0)

Attendees will listen to the Event over VOIP Broadcast Mode unless you give them privileges to dial in

®

Recorder

a .

Q8A

Feedback

-------------

Connected @
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Managing Participants
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Managing Participants Level(3)

Change Role To

Cisco WebEx Event Center - 0O x

File Edit Share View Communicate Participant Event Help

2= ® @® a .

Quick Start Event Info Participants e . T
¥ Participants (8) B X
: : . Speaking
* Right Click a Panelists’ Name « Fanciss 2
. SARAH GARRETT (Host, me [y’
hd Change ROIe TO 9 \ I} Change Role To » IO Presenter
v Attend Panelist

Privileges...

* Presenter

Mute Host

b Panel IStS Unmute Polling Coordinator

« Attendee . e :
drad Unmute All x
¢ HOSt Chat
» Polling Coordinator
v Q&A X
All(0)
*Attendees must be promoted to Panelist before they can become a Presenter



Managing Participants Level(3)

Connecting and Protecting
Feedback and Feedback Results
Q

the Networked World
File Edit Share View Communicate Participant Event Help

Cisco WebEx Event Center - 0O x

2= ® @® a .

Quick Start Event Info Participants Chat Recorder Q&A
¥ Participants (8) o x
Speaking
v Panelists: 2
» . SARAH GARRETT (Host, me) -y
. Tobias Rynell al

v Attendees: 6 (0 displayed)

View all attendees...

v Chat Turn off Feedback =
Feedback Result
Clear
W  VYes
Yes 4 Send to:  All Particip
No 2 elect a participan x NO Send
Too Fast | 0 7 TooFast
¥ Q&A . X
TooSlow 0 AL «® Too Slow
Applause | 0 & Applause
Laughter 0
g ¢  Laughter
< Check Feedback Result...

Connected @
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Managing Participants Level(3)

Connecting and Protecting
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Attentiveness Tracker

Q Cisco WebEx Event Center - 0O x
File Edit Share View Communicate Participant Event Help
-
) - , @ ﬂ v
Quick Start Event Info Partici pants Recorder Q
¥ Participants (8) & x

« Attention is tracked if the Attendee is activity clicked inside the

. SARAH GARRETT (Host, me -y

Event WIndOW . Tobias Rynell al
v Attendees: 6 (0 displayed)

« WebEx will track the ratio of attentiveness and give a % on the
Usage Report at the end of your event

¥ Chat X
Attentiveness
to: Al Participants -
Sen
Attentive Inattentive
B 50% 50% v Qan x
3 Attendee(s) 3 Attendee(s) Al (0)
Connec ted @



Managing Participants

Assign Privileges To =2

Q

File Edit Share View Communicate [Nl Event Help
Allow Audio Connection

Quick Start Event Info -

Disconnect from Audio
Mute Ctrl+M
Unmute Ctrl+M
Mute All
Unmute All

v Mute on Entry

Invite and Remind...

Cisco WebEx Event Center

Assign Privileges To

»

Change Role To
Find Participant...  Ctrl+F

Expel

Panelists

Attendees

Ctrl+)
Ctrl+K

el(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World

- O X
Participants Chat Recorder Q&A
¥ Participants (8) o x
Speaking
v Panelists: 2
© . SARAH GARRETT (Host me) -y
. Tobias Rynell al
v Attendees: 6 (0 displayed)
View all attendees...
1 - 2!
¥ Chat X
All Participants v
a participant in the Send to menu fir: send
v Q&A X
All(0)
~
v

Connected @
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Assign Privileges To =2

Cisco WebEx Event Center

Q
Participant Event Help
1= ® @ a .

File Edit Share View Communicate

Quick Start Event Info Participants Chat Recorder Q&A
¥ Participants (8) o x
Attendee Privileges X Panelist Privileges X =
v Panelists: 2
Select the privileges that you want to assign to all attendees. Select the privileges that you want to assign to all panelists. ', SARAH GARRETT (Host, me) -y
~Document [ View ~Document — View L, Tobias Rynell al
Save Attendee list Any page Save Attendee list Any page v Attendees: 6 (0 displayed)
Print Thumbnails Any document Print Thumbnails Any document View all attendees...
Annotate Number of attendees Annotate Company Name
1 - 2!
" Event [~ Communications Event ~ Communications G x
Record the event Private chat with: Record the event Private chat with:
b Host
& Hos Share documents Host
Presenter Presenter
) All Participants -
Panelists Panelists
Send
All attendees All attendees
Automatically approve Attention Tracking
teleconferencing requests v Q&A X
Al (0)
All Panelist privileges Assign Cancel

All Attendee privileges Assign Cancel

Attendee Privileges Panelist Privileges

Connected @
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Managing the Q&A Level(3)

the Networked World

Receiving a Question

Q Cisco WebEx Event Center - o x
File Edit Share View Communicate Participant Event Help
1= ® @ a
Quick Start Event Info Participants Chat Recorder Q& M
¥ Participants (8) 3 X
Speaking
v Panelists: 2
. . . . 5 . SARAH GARRETT (Host me -y
Only Panelists will be able to view the Questions C rosne
! i y
I . Edmond Leclair ?
1~ -2 !
¥ Chat X
Send to: | All Participants v
EE":C'E{:R ticipant In the Send to menu first, type chat message Send
¥ Q&A X
All (1)

Q: When will the meeting Start?

Connected @
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Managing the Question — Assign to

Q Cisco WebEx Event Center

File Edit Share View Communicate Participant Event Help

Quick Start Event Info

A= 4

Participants Chat

¥ Participants (8)

v Panelists: 2

Assign questions to Panelists .
* Right Click a Question
» Assign To -2

» Select a Panelists Name

¥ Chat

L. SARAH GARRETT (Hoct, me

Tobias Rynell

ees: 6 (1 displayed)

. Edmond Leclair

Send to: | All Participants

Select a participant in the Send to menu first, type chat message, and send

¥ Q&A

All (1)

el(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World

Assign to

»

Priority

Answered Verbally
Copy

Defer...

Dismiss...

Deselect

»

Myself
Tobias R




Managing the Q&A

Managing the Question — Priority

File Edit Share

Quick Start

View Communicate Participant Event Help

Event Info

Cisco WebEx Event Center

Prioritize questions based on level of importance

* Right Click a Question

* Priority >
* High
 Medium
« Low
 Clear

A= 4

Level (3)

COMMUNICATIONS

Connecting and Protecting
the Networked World

Partici pants Chat Recorder Q
¥ Participants (8) & x
v Panelists: 2
. SARAH GARRETT (Host, me - )
. Tobias Rynell al
v Attendees: 6 (1 displayed)
. Edmond Leclair ?
2= o o2
¥ Chat X
Send to: Al Participants v
apa Sen
¥ Q&A X
Al (1)
. .
Assign to »
Priority » High
Answered Verbally Medium
Copy Low
Defer... lear
Dismiss...
Deselect Connected ®




Eile Edit Share View Communicate Participant Event Help

Managing the Q&A

Managing the Question — Defer...

Cisco WebEx Event Center

Q@ Respond Privately

—Mode of response

Answer privately

© Defer

Dismiss

—Response

© standard

Custom

Thank you for your question. Your
question was deferred but will
remain in the queue. A panelist will
answer your question at a later
time,

Send Cancel

vel(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World

- O x
= | @ a .
Participants Chat Recorder Q&A
¥ Participants (8) o x
Speaking
v Panelists: 2
© . SARAH GARRETT (Host me) -y
. Tobias Rynell al
v Attendees: 6 (1 displayed)
. Edmond Leclair ?
1 - 2!
¥ Chat X
Send to: | All Participants v
Select a participant in the Send to menu first, type chat message, and send.. send
¥ Q&A X
Al (1)
| e Assign to »
Priority »
Answered Verbally
Copy
Defer...
Dismiss...
Deselect
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Managing the Question — Dismiss...

Q Cisco WebEx Event Center

Eile Edit Share View Communicate Participant Event Help

Quick Start Event Info

Q Respond Privately
—Mode of response
Answer privately Defer
© Dismiss
—Response
© standard Thank you for your question. The
information that you requested
Custom cannot be provided by any of the
panelists.
Send Cancel

¥ Q&A

All (1)

el(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World

mm& posign to

Priority
Answered Verbally
Copy
Defer...
—

Dismiss...

Deselect

Participants Chat Recorder Q&A
¥ Participants (8) fe
Speaking
v Panelists: 2
© . SARAH GARRETT (Host me) -
. Tobias Rynell al
v Attendees: 6 (1 displayed)
. Edmond Leclair ?
2= o 2
¥ Chat
Send to:  All Participants v
Select a participant in the u first, type chat message, and Send

Connected @
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Answering a Question

Cisco WebEx Event Center

3

COMMUNICATIONS

Connecting and Protecting
the Networked World

2= ® @® a .

Participants Chat Recorder Qa&A
¥ Participants (8) o x
Speaking
v Panelists: 2
» U SARAH GARRETT (Host, me) -y
. Tobias Rynell al
v Attendees: 6 (1 displayed)
. Edmond Leclair ?

1 - 2!

¥ Chat X

All Participants

Send

t a participant in th

¥ Q&A X

All (1)

Q: When will the meeting Start?

Tuesday at 3pm EST

Connected @
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Managing the Question

Q Cisco WebEx Event Center

File Edit Share View Communicate Participant Event Help

Quick Start Event Info Partici pants

v Panelists: 2

. SARAH GARRETT (Host, me -y

* Questions and Answers will become viewable to all once they C Tt

v Attendees: 6 (1 displayed)

are answered by the Panelists . camonecas .

¥ Chat X

* Questions answered privately are only viewable by the
Attendee who sent the question -

¥ Q&A X

All (1)

Q: When will the meeting Start

A: Tuesday at 3pm EST



Managing the Q&A

Questions and Answers

Q

J3CW Edit Share View Communicate Participant Event Help

Open and Share... Ctrl+0O

Open Poll Questions...
Open Chat...
m—m=P Open Questions and Answers...

Close Ctrl+W

-
Save ' Document Ctrl+S
Save As ' Poll Questions
Transfer... Ctrl+T Poll Results
Print » All Poll Results
End Event ghat

Questions and Answers

[Open Questions and Answers...] will allow you to load your previously saved Q&A into your event

Cisco WebEx Event Center

=

Participants
¥ Participants (8)
Speaking

v Panelists: 2

© ' SARAH GARRETT (Host

Y. Tobias Rynell
v Attendees: 6 (0 displayed)

¥ Chat

Send to: | All Participants

Select a part

¥ Q&A

x

All (2) My Q&A (2)

el(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World

® Q) a8 .

Chat Recorder Q&A
o T
me) -y
ol
View all attendees...
o 2!
X
v
menu first, type chat message, and Send
X

Connected ®
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Practice Session

Start a Practice Session

Q Cisco WebEx Event Center
Eile Edit Share View Communicate Participant |[ERERY Help

Quick Start Event Info !nformatlon

Start Recording

Recorder Settings »

Welcome Message...

Options...

Start Practice Session

Restrict Access

» Attendees outside the practice session cannot see

shared content or hear audio from the practice session.

« Attendees can view chat messages from Panelists but
cannot send chat messages.

« To communicate with you, attendees can use
Feedback or Q&A

Level (3)

COMMUNICATIONS

Connecting and Protecting
the Networked World

v Panelists: 2
. SARAH GARRETT (Host, me -y
L, Tobias Rynell al

v Attendees: 6 (0 displayed)

2= o o2
¥ Chat X
to: Al Participants v
Sen
¥ Q&A X
All(0)
Connec ted @



Practice Session

Inside a Practice Session

Q

File Edit Share View Communicate Participant Event Help

Quick Start Event Info

You are now in a practice session

Attendees outside the practice session cannot see shared content or hear audio from the practice session. Attendees can view chat messages from panelists but cannot send chat messages. To communicate with you, attendees can use Feedback or Q&A.

Cisco WebEx Event Center (Practice Session)

3

Connecting and Protecting
the Networked World

COMMUNICATIONS

2= ® @® a .

Participants Chat Recorder Q&A
¥ Participants (8) o x
ing
v Panelists: 2
. SARAH GARRETT (Host. me) -y
. Tobias Rynell al
v Attendees: 6 (0 displayed)
View all attendees...
2= o 2
¥ Chat X
v
o menu fi Send
v Q&A X
All(0)
~
v

Connected @
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Sharing Content

Multimedia...

Q

File Edit @UEICM View Communicate Participant Event Help

Quick 9 My Screen  Ctrl+Alt+D »
File (Including Video)...
Application 4
Whiteboard  Ctrl+Alt+N

Web Content...

Web Browser...

Multimedia...

My Event Window

Cisco WebEx Event Center

=

Participants
¥ Participants (8)
Speaking

v Panelists: 2

© Y SARAH GARRETT (Host, me)

Y. Tobias Rynell
v Attendees: 6 (0 displayed)

Share Multimedia X

To share multimedia, type the Web page address (URL) below; do not type the
direct URL address to a specific multimedia file. The content will automatically

appear in the Media Viewer panel for all attendees. =
¥ Chat
Note: The Media Viewer feature does not support Linux and Solaris operating
systems,
Address: v
Send to: | All Participants
Example: http://www.webex.com/demo.html Select a participant in the Send to menu first
OK Cancel Y Q&A
All (0)

el(3)

COMMUNICATIONS

Connecting and Protecting
the Networked World

® Q) a8 .

Chat Recorder Q&A

View all attendees...

- !

type chat m

age, and send.. Send

Connected ®
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Multimedia...

Q Cisco WebEx Event Center - 0O x
File Edit Share View Communicate Participant Event Help
— [
_ - ® @ @ ¢ .
Quick Start Event Info Participants Chat  Recorder QaA Media Viewer
¥ Participants (8) o x

« Media will play on Participant’s individual computers A .

v Attendees: 6 (0 displayed)

* Instruct participants to double click media box to
enlarge to full screen

¥ Chat X

end to: | All Participants

> Q&A X

¥ Media Viewer X
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Overview
Sub-Topics
Scheduling events from your Basic Scheduler
WebEx Microsite Advanced Scheduler

Survey Questions

Managing Events

Build a New Program
Inside the Event Room Roles inside the Event

Assigning Privileges

Managing Q&A

Starting a Practice Session
Sharing Content Multimedia...
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24/7 Customer Care Support

United States (888) 447 - 1119

North America Toll +1 (303) 389 - 4018
Worldwide Customer Care conf.cfer.com
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